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g subjects Classification, Declassification and
- Downgrading Procedures
S RE: | C
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1. Bnclosed herewith is a copy of the second draft ;
of a proposed Security Advisory Board policy relative to 2259371
the procedures to be followed by nonmilitary agencies in the ‘
downgrading and declassification of classified material, It
is realized by the Security Advisory Board that the Central
Intelligence Group cannot be considered as a "nonmilitary [i
agency" and therefore will not be affected by this policy.
in view of the interest of the Central Intelligence Group

in the protection of "intelligence sources and methods" in
federal agencies and departments, however, it is believed
that you might be interested in reviewing this regulation,
Any comments and recommendations which you might wish to
make will be considered by the security Advisory Board.
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. 2., The first draft of thisg regulation was re-

viewed by the Library of Congress, the National Archives,

the Publication Board, Joint Security Control, the Burcau

of the Budget, the Cryptographic Security Coordinating Com-
mittee, and certain interested offices in the utate, Var, and

Navy Departments. Suggestions made by these agencles have

been incorporated in the second draft wherever practicable,

The regulation is now being forwarded to the Security Ofticers

of nonmilitary agencies for comment before being issued es )
& Security Advisory Board policy. _ ¢f'

3. You will note that a deadline of January 20, 1946,
lhas been set for the return of comments from the security
‘Officers. It will be appreciated if any comments which you
jmight have could be returned by that time.

3
i

%, MI-3 and Serial No. 196, also enclosed, are
information coples only.

For the Security Advisor

25X1A9%a
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Yerial No, 108

STl =Wah=NsVY COORDINATING CCul TTT ik

SECURITY ADVISCRY BGAKRD

Lecember 23, 1G46

HIORENDUM FOR Security Officers
Nonwmilitery PPederal Lepartments and hLgencies

subjects Classification, Declassificaticn, and

‘ Downgrading lrrocedures

1., The cnclosure, ¢ draft cf a proposed declessificatioN
snd downgrading procedure for ncumilitary federeal departments
and agencies, is submitted to Sccurlty Officers for their
comments and sugeestions beforce being issued ws a policy
by the Sccurity hadviscry Beard.

2. It is regucsted that you review the enclosure
and report any suggestions or comments which you may have to
the Security aAdvisory Beoard, State-wWar-Navy Ccordineting
Committee, Room 711, 515 22nd Street, k.w., Washington 25, D.C.,
on or before January 20, 1946,

3. This proposcd regulation has been previcusly
reviewed by certain interested agencies from a policy standpoint,
and their comments have bcen incorpcrzted in the draft wherc

nractlcable,

For the Security sadvisory boards
25X1A9a

secrcetary
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COPY NO.

STATE-WAR-NAVY COORDINATING COMuITTiKE

SECURITY ADVISORY BOLRD

CLLSSIFICATION, DICLASSIFICATION, AND DOWNGRADING PROCEDURLS

Note by the Secretary

1. The Security Advisory Board has been engaged in a careful
study of the overall problem of downgrading and declasgification
of classified official material. &aftcr consideration of the
problem as it 1s presented in numerous agencles, the Bocerd has
resched the conclusion thoat eventual downgrading and declassificatioN
cannot be acceomplished except by hard work and atténtion to detall,
if compromise of classified information is to be prevented,
Although SAB' ___ does not set forth any new and startling
procedure for downgrading and declassification, it does bring
together under one cover all appropriate downgrading and
declassification guides and offers a rcady refercnce for Security
Officers of federal departments and agencies.

2, In carrying out the provisions of this paper, two
impcrtant tasks become the responsibility of the Security Officers;

a. All personnel should be familiar with the current
classification guides contained on Pages £-19 of

this paper. In addition , all personnel who will bc
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£

working on declassification and downgrading should bhe
familiar with the reguirements on Pages _16-27 ,inclusive
The proper indoctrination of such personnel should be
accomplished by, or under the guldance of, the Sccurity
Officer,
b, If the problem of downgrading and declassification
is a simple one, it can probably be handled by a Security
Officer alone, If there is any bulk of material, a
Downgrading and Declassification Committoce might be given
full authority to dewngrads and declassify all materiol
originated by the agency or department, when 1t has bcen
determined that the meterizl no longer deserves its
original classification. The Sccurity Cfficer should
supervise the cstablishment of such a Committee and wherc
possible, serve on the Committee.
3, The sesrvices of the Secrctarizst of the Securlity Advisory
Board arec available to any government agency thet wishes to set up
such a mochanism, and the advice of the Board mey be solicited

whencever desired on declassification and downgrading problens.

25X1A9%a

.oeoro!ary

Sa3 D
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SECTION I. DLI'INITIONS

1. DLOCULENTS

Any form of recorded information. The term "document"
includes printed, mimeographed, typcd, photosteted, and
written matter of all kindss dispatches, instructions, telegrams,
memoranda, repcrts,minutes, airgrams, charts, meps, drawlngs,
notcs, or photostatic copiesy photographs and rhotographic
negatives; and all other similer matcrial,

2. RBGISTERED DOCUMENTS

v Top bBecrct, Secret, or Confidential document, or o
Lestricted cryptographic document or device 4 corrying o
rogister number, a short title, and instructions to sceount for
it periodically,.

3. CLASSIPY

To grade a document or device as Top Secret. Secret,
Confidential, or Restricted in order to indiczte the degrece of
precaution necessary for its safeguarding.

LY. DLCLLSSIRFY

To cancel the classificatlion of any document or device by
proper authority when - the necossity for maintaining the
classification no longcr cxists
Y« DOWNGRADE

To lower the classification of classified documents or

Approved For Release 2001/04/02 : CIA-RDP78-04007A000300050037-4
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€. LEGRADN .
To raise the classification of clagsified documents or.devices ?

from one classification to a higher classification, when it has %

been delermined by proper suthority that the assigned clasgificotior

is not sufficiently protective, %i
To change the classification of classified documents or devices,

including botn downgrading and upgriding. é

8. QVERCLLLSIEY ' :

To grade documents or devices with =& higher ciassification

than is consistent with the proper safeguarding of the information

cortnined therelin. ,
9, FLRIMARY INTEREST
a. An office which has "primary interest” in infermetion 1is

the office best gualified to determine its value, b th when
considering its original security cleseification end in

downgrading it as conditions chengc. -

b. "Primery intercst" in any claessificd document or device
will be considered to be held in that office which:

(1) Originslly classified the information;

(2) Currently is charged with the informaztion, or has
primary control or jurisdiction cver types of .
informetion similar theretoj

SuB -6

Approved For Release 2001/04/02 : CIA-RDP78-04007A000300050037-4



L .

- ‘ - .
Approved For R‘ejde 2001/04/02 : CIA-RDP78-QJ0®#A000300050037-4

UNCLASH TFLED

(3) IHes succecded or absorbud an office formerly charged
with primsry control or jurisdiction over the
informaticn,

10. CUSTODIAN

in individual to whom a document or device 1is consignsed or who
inharits official posscssion of 2 document or device by succession
tc or absorption of the position of en individual formerly

charged with the cusbody of such documents or devices.,

SAR —7e
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$LCTION II. CURRENT CLASSIFICATION GUIDES

1. A WORD ON CURHENT CLASSIFICATION

Durlng wqrtlme the anxiety of many government off1c1als
to protcct cla351fied 1nformktlon from an actual or potential ene:
ofiter led to ccreless cla551flc tlon. The bellef that "it is:
better to grade a document too hlgh ‘and be SafC than to grade
1t too low and risk not hav1ng it hlgh cnough” was the criterion
which guided ma ny hand on the classification stemp. Too often

this axiom was made_an excuse for unfamiliarity with -

classification definitions or failure to read sceurity rogulationi-

Today many harasscd government officlals, struggling to wrench
“classifications from documents which should rightfully be made
avallwble to thé publlc or go from bulging files to proper
depositories, fcel the effccts of the- careless classification
_ which_took’place during wartlme. It should be the concern of
evory government official‘responsible for clessification
- to wake surc that documents and “deviceé arc properly clazssified.
The protection of clzssifiad information is’still the primary
concorn, but the sad cxperiences of many government ugcn01cc
with decl<sglflcatlon problems m\kes corrcct CL(SslflCutlon
of vital acdministrative concern,.
REEMBER: A CARELESS CLASSIFiCATION TODALY MEANS AN AD. INISTRATIV.
H_ADACHE TOMORROW!

SLB - 8-
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2,” AUTHORITY To CLI&DIFY

a. TOP SECRET OR SECRET(*-'

uittoru may be clqssifled as Top Secret or Sccret oniy by thf:

head of a fedcral agency or departmgnt or by his offlclally -
r.deblgnitcd ropresentative.‘i ' ’

b CONFIDUNTIAL OR RmSTRICT iD

Metters may be QlaSSifled as Confidential or Kestricted by“v"
the Chief or Head of a Buroau; Division, Branch or comparabiei‘

unit, by officials whose positions may be conéidered to be on .

equal level 4 or by their officially,desiénatéd reprcséntatives.

¢. PROCISDURE WITHIN DEPARTMENTS AND'&GEWCIBS

It dobign“tion of officials wno mgy 01Q551PJ matters in any
of the four cutegoribs ubove ha s not been mudv in govcrnncnt
‘agencies-Or departments-, such d651gnation should be immcdiately
underta kbn and an announcemont of this uthority made within
thé oop artment or agency.i thre such a list is ilrcady in use,
it shall be the ruupon51bility of the oecurity Ufficcr to insure

that this llgt and any future lists are current and workable

within his department.

SAB B
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-.3;, THE MbWTAL LPPROACH 0 CLAUSIPICATION

The 1mportanCa of tha use of mature Jjudgment on the purt of
’ ClaSblleng off1c1wl% oannot bo strc scd too highly. Whon an
off1c1a1 clc551fles a document ‘he w111, in most casés, havc only
 7h1s own Judgment and the deflnitions sct forth in securlty
'_rogulutlons cn Wthh he cwn depend as guldc | ’
| Bafor@ any cl ss1flcation is stampad or marked onia docﬁmgnt,
‘the ClaSglfy1ng offlcial should ask hlmbelf' | |
| ’ DObS THI ‘DOCUMmNT CONL}IN INFORMATION WHICH
» WILL LNDANGLR THm NnLION IF RMVunLLD TO UN—
AUTHORI/LD PLRSONS“ IF 80, TO WHAT EITENT? v
: The dttitudc of the 016531fy1ng OfflClal should Q_L bes F1a031fy
it high and gafb.
‘ Simila rly, classiflcations should not be placed on aucunents
with any ldCu of cxpcdltlng tnelr handllng or for any personcl
re cason WhutSOLVLPo Documents 50 ClaSulfl@d deprc01ato the 1mportanCc
of Cl“SSlflud 1nformatlon 1n the mlnds of handllng pcrsonncl : " |
€ should be thc rcuponsiblllty of all OfflClulS ch“fged w1th

‘cla551f1catlon to famlllﬁrlze thcms le,u w1th thc follow1n QOflnltLg

of ToD bocrct, oLCTOt Confldfntiﬂl, and Rcstrlct(d lnformdtlan
ﬂnd to apply 0uch dofﬂnltlonq correctly

TOF SECBBT 1nformetlon is 1nformation, the security aspect of

- which is pﬁr“mount, und the unauthorized disclosure of Wthh

would cause cxceptlonully grave damugo to tho natlon,‘

SAB o .  ‘_ -;‘_510f |
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_mﬂgﬁgg 1nfoimatLon is 1nformatlon, the un5uthbfized.disclosure
of Whlch would endanger nation 21 security9 or cause serious

' inaury to the 1nterbsts or p“ostlge of the natlon or any
vornﬁental ”ctivity thereof. |

CONFIDPNTIAL 1nformation is Jnformatlon the unauthorized

‘disclosure of which, although not endangering the ‘national
ecurlty, would be prugud1c1al tq the intercsts ot ”PCQtlge

" of the nation, any gov»xnmentgl ct1v1ty thereof, an 1na1v1uuu1,
or would causc admlnlstxatlve erbﬂrrassment,or aifficulty. .

RES THICTLD lnformatlon is infoertlon which should not hc

published orncommunicated to anyone except for official

PUTPOSES «

SLB - 'J_T S
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that of the highest graded document therein. Documents scparated
from the file or group revert to their individual classifications.
Whenever classified information and unclassified information
is l1ssued together, the iniormation should be so prepared that
the classified can be separated from thce unclassified and each part
handled appropriatecly. Claésified documents, such as reports,
tabulations, magezines, dr othe; bound material being prepared:
for distribution will have the individual items, columns, page§
approrriately classified, or marked as being unclassified, whenever
possible, in order that extracts ﬁay be made from documents without
the necéssity of assigning tb'them,theﬂsame security classificetion
as the document., RuGARDLESS OF THL FACT THAT PAGLS, PLRAGRAPHS,
SECTIONS, OR COMPONENTS OF THE DOCU.:ZNT MAY BiAR DIFFERENT
CLASSIFICATIONS, THE DOCUMENT ITSELF WILL BuisR ONLY ONE OVERALLL
CLASSIFICATION9 WHICH SHOULD BE 8QUsL TO OR HIGHELR THAN THE
CLASSIFICATION OF LANY PART THLREOF.

e IRANSMITTAL

A letter of transmittal éhall be gilven the higheét classification
carricd by any of 1ts enclosures, unless the letter of transmittal
contains information warranting a higher classificatioﬁ.

4 CLASSIFIED LETTER OF TRANSMITTAL WHICH DOES NOT IN ITSELF
REVEAL ANY CLasSSIFIRD INFORMLTION MAY BE DECLASSIFIZD WHEN THE
ENCLOSURES ARE REMOVED. Such letters of transmittal should always

~bear a notation that they may be declassified when the enclosures

SAB ’ . 13~
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ere removed. Such notation may be a part of the body of the
transmittal letter or it may be typed or sﬁamped on the letter
itself, A suitable stamp for this purpose would read:

TO BE DECLASSIFIED WHEN ATTACHUENT I5 hKEUMOVED

{ | i
% T BE DECLASST¥IED WHEN ATTACIMENT IS REMOVED

e -

i

L

s

- ;A!

d. COVERCLLESIFICATION

Overclassification will be avoided. 1t causes unnccessary delay
in the transmission of documents and depreciates the importance
of clagssified information in the mincs of handling persconnel.

Cases of flagrant overclassificaticn will be reported by eny
official to the Security Officer of the department or agency. 1If
the document originated in his own department or agency, the
Security Officer will discuss the umatter directly with the office
of the originator. If the document was recelved from other
sources, cases of overclassification will be reported to the
becurity fdvisory Board for appropriate reference.,
¢. UPGRADING

If the recipient or custodian of classified matter belicves
the assigned classification is not sufficiently protective,
he shall safeguard the matter in accordance with the classification
he deems appropriate and shall rcfer the questicon to the

eriginntor. Unclassified material received from any source which

D.JLB.' . -l]-f»..
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is judged to be deserving of clescification by the recipient
shall be similerly treated. |

When mattor is upgradedy the driginator shall notify all
custodiats and eddressecs.

£. REVIEW QOF SECURITY CLASSIFICLTIONS

The Seccurity Officer of the department or agency will review,
from time to time, the use of all security classifications throughout

his agency or department.

SAB ]l5e

ke
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SHCTION III. DOWNGRADING AND DrCLASSIFICATION GUIDLS

L. L WORD.QN DOWNGRADEING AND DECLASSIFICLTION
Whether downgrading o declassification is uncertazken by
an individual, a group of interested workers, or a Board or
Committee to which classificd dotuments could be funnelled,
there are a few incstapable facty to be frceds
1. Downgrading nrig deeleseiflestion will requirc a
ghert deal of work and continuded diligetice before it
¢an be cffective,
24 Downgrading and dcelassifidation crrinot be undettoken
Unlese personhel doing the work atre fhofoughly
familicr with downgreding end dcclassifiCution procedurcs.
3. Downgrading and declassification dennot at any time
be considerced more imporfant than the meintenance of
gecurity. The first consideration for wny official
authorizing the downgrading or declassification of =a
document should be, "Does the information in this
document still deserve the classification which it holds?"
The first steps of setting up a downgrading and declassification
mechanlsm *ape the most difficult, of course. Once such initiel

steps have been taken and the actual mechanicm has been created,

there is no reason why the procedure should not be a routine matte

It is urged that Security Officers in federal depariments and
agencics make every effort fto cestablish such a mechanism as soon
as possible,

S4B -16~
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2, AUTHORITY IO DOWNGRADE ANQ‘EECLASSIFY

It is the responsibility and obligeatioh of'all‘goverpment
officials to keep classified matter of current interest of
coritintiing value constantly under revicw ahd to downgrade at
dedlagsify it as soofl &g coriditions petmiti
b, AUTHORITY

The official making the original classification, or higheT
suthority in the same agency or department, may cancel or change
the classificetion of a document.

In any casg/when the originator of the document cannot bo
determined or is unavailable, the of fice having primary interest
in the document, as defined in Section 1, paragraﬁh 9, may dowrn{rado
or declassify 1T when appropriate.

suthority to downgrade or declassify documents originating in
an agency may be delegated to a Downgrading &and Declassification

Board or Committee by the head of the agency or department.

SAB -17-
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3. COORDINALTION LND RuSPONGIRILITY
&. DOCUMENTS GFFECTING ONLY OFFICE OF ORLGIN

Documents which offect only the office of origin or documents
which contain information of primary intercst te oneoffice only
will be downgraded or cdeelggsiflced by-that gffice ophighen

authority within tﬁ@;ﬁgqﬁCIzwiﬁhqut further reference,

b. DOCUMENTS »FFECTING INTHRESTS OF TWO OR MORE DFFICQS QB LGENCTIES
If 2 clogsified document donteains information affecting the
intercsts of two or more officecs or agenciles, the onoe de;iring to
downgrade or declessify the document will consult the others end
attemnpt to reach an agreemenf. Normnally, the office which has the
primary interest in the document as o whole will assume the
responsibility for ccordination with all other agencies whose
interests are affected by‘portions thereof and will downgrade
the document to the classification agreed uéon.

&. DOCUMENTS AFFECTING INTERESTS OF FORBIGN NATIONS

If a classificd document was clessified solely to accord with
conditions.imposed by a foreign nation, it may be downgradedvqr
declossified with the consent of the natinn concerned or by the
approval of the Department of State.

If a doouhent was originally classified or prepared in conjunction
with a foreign nation, i1t may be downgraded or declassificd only

when tThe consent of that nation has becen sccured.

SAB ~18~
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d. DOCUMENTS AFFECTING THE INTERESTS OF THE MILITARY SERVICES

1f a clascified document contains information affecting the
interests of the Army or Navy, appropriate authorities in the
War or Navy Departments shall be consulted before the documents
are downgraded or declassified,

e. DOCUMENTS CONTAINING SCIEBNTIFIC AND TECHNICLL DATEL

wxecutive Orders of the President Nos. 9568 and 9604, dated
8 June 1945 and 25 hLugust 1S5, respectively, require that all
scientific and technical information, preparcd by or for the
U. 8. Government, financed with Government funds, or obtained

from the cnemy, which is of any possible value or aid to

business, industry or science sholl be reviewced and declassificd

if there is no objection on the grounds of military security,
and a copy of the decclassified document forwaraed to the
Publication Board of the Department of Commerce, ,In the event

of certain doubﬁful cases in which the government agency

concerned may not be able to determine the extent of military
interest in a document of this category, the item in guestion

may be forwarded to the Publication Board, Department of Commerce,
who will take 1t up with the appropriate military services

and obtain their concurrence before declassification and

1]

release.,

For full information rcgarding procedures on clmssified
documents containing scicentific and technical data, see S4B Ho. 2,
dated 28 Moy 1946,

SaB -19-
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f£. NONsCONCURLENCES

In the event no agreement cah be reached by two offices within
the same agency regarding the proper clessification of a documeht
| the proﬁlem will be referred for decision to the lowest superior
common to the disagrceing offices,

In the evant po agreement can be reached as to the proper
classification of a document, the document must maintain
the disputed classification until eventual agreement can be
worked out. The Security advisory Board may be consulted for

cdvice in any such instances of disagreencnt,

ShB . ~20-

Approved For Release 2001/04/02 : CIA-RDP78-04007A000300050037-4



- e s TR S T g 1 OPOCTIIIY, S 1§ S B T TR T Sib e L O e £ wq‘w‘gmwm e T
5 . o .

Approved For R%e 2001/04/02 : CIA-RDP78-0WA0003000500?7-4

LNCLASSIFIED

Yoo MARFING [RGCEDURES

| In every case after a downgrading'or declassification authcrity
~has agreed that a classification of a document or device can be
cancelled or changed, he should write or stamp over the mark at
the ﬁop of the first pége, "Classification cancelled or changed

to - ky authorlty of (O0fficial authorized to change),

date, by (name and rO%JtLOH person making the change.)"

LXAM! LES:

CLASSITICATIGN CHANCED CLASSIFICATION CANCELLEL
TO BY AUTHORITY BY AUTHOCRITY CF _
Or | LATE DATE
LY -
? CLESSIFICAYION CHAKGED ———-‘ OLASSIFICATION CLINORLED
; TO .. 1 e e . 2 e e et s s e * ! s ey "
- BY AUTHORITY OF —.._
BY AUTHORITY OF e __. e ‘ . ‘
,,,,,,, e DATE .l —
............ DATE e ‘
BY e e e e
B

b.  LEITERS AND REPORTS

Downigraded or declassified letters and reports, not permanently
and sccurely festencd together, will be marked or stamped with
the new classification at the top and bottom of each page and the

old marking lined through. If the classification iz cancelled,

S4B ~2hr
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UNCLASSIT 1D

the markings on each page will he lined through.

o BOUKS AND IFLAMPHLETDS

books or pamphlets being downgraded or declassified which are
permancntly and securely fastened together will be marked or
stamped with the new apprcpriate classification on the gover,
title page, first page, back page and back cover.

d. BULK FILLS OR SUPFLIES

When a document has been downgraded or declassified, bulk files
or supplilies thereof need not be marked és provided herein until
coples are charged out for use. Thce change or cencellation
of security classification will be indicated inside the file
drawér or other storage container.

Declassified documents will not bé forwarded to the Librury
of Congress, thce National Archives or other depositories until
they have been marked as declassified. VWhere an arrangement
hasvbeen made between an agency and the Library of Congress thst
declessification markings on bulk shipments will be accomplished
by the Library of Congress, declassified documents may be
transferred before declassification markings have been
accomplished, provided one record copy 1s properly marked and
maintained in the files of the agency and one copy, properly
marked, accompanies the shipment to the Library, together
with a written proviso that no further distribvution of the
document will be made until declassificetion merkings have beern

S.L\Ig —.22.—
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accomplished by the Library of Congress.

The National Archives will, of coursc, continue to accept
clessified records, when the agency or department has not
been able to accomplish declassification of such documents,
These classified records will be mainteined in the National
Archives in their classificd status until notification is made to

the archives that declessification huas becn accomplished.

DAL -23=
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5. DOWNGRADING AND DECLASLIFICnTION NOTIFICATIONS 1‘

a, GENERAL . R, s
The office which origlnally downgredes or declasslfies edt
document mlll, when practicable, notify all recipients or :
'holders of COpleS thereof‘f‘hll holders will, uponfsuch N
‘<not1flcetlon, mark a downgreded or decla551f1ed document 1n
their posee851on ‘as prescrlbed 1n Sectlon III Part L, ?k
b. RESEONS TBTLITY tOR NOTIPICATION ST - ;f

S

/ ~If the document is- not widely held it shall be* the respon51bil

~of the Downgracing or Decla551ficatlon Authority to notlfy
21l recipienss or holders of copies. - ' ‘,.*;;
If the docdmenf IS widely held in government egenc1es,‘H'

a regustt may he]f;rWerded to tne hecutlty Adv,sory board
. ' . i o : R i 1
for enncuncsaumeni, ol tn{ action teken to ell DCPU”lty Officers .
, of cganuies LCnea rnfu,' Such a, requect w1ll DE uccompcnled by

§ | a list of known egen01es holdlng the documenv. B
5 ( e B
’ C. TYPE oF NOTIFICATIONS .vtzét EEA ,&

all notlces of downgradlng or oecla551f1cetlon will spec1f1cally

identify and doscrlbe the document or 1nformetion, iti ofiicc
N
of origin, former cla351flcation, new clasilflcatlon, if eny,
‘ € . . .
authority for downgradlng end date thereof ‘yvi, '”. ‘Tf['

VI T o A IS R
x

. ' ) L AT e N ISR - AR T A
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UNCLASSIF Il

. 6. DISFOSITION = T RN
21 RLCORD COPIES ERRR ) Lo B

Section I of the Dlsposal Act of 10h3 (57 Stat. 380) defines~
what constitutes records of the Federol Government Cﬂre must . .
be cxcrc1sed at all tlmes to insure that record copies of dec13551f1 
documents are malntcined in the flles of the agency conc;rned - When
such record are-no longer needcd for thc ccnduct of the current
bus1ncss of the agency, tney should be transferred to the National
archives or }rcposed for other disposition as. prov1oed by law. ,

Whenever pruCtJCQbLe7 clas31f1ed records or documents should
be declessified orlo“ to thsir trgnsfez to the National

LArchives,

L. IYCCS CCETIS OF DECLAL SIFIED BLOLS OR PAMPHLATS

sl S TR —— e e S, e

The 1low (Lh% 050 1390 Lrovi%es that 150 copies of all government
publicationn inoluding maps‘(but éxcspting cléssified matter,A
blenk forms, ®nd circular letters) shall be furnished to the
Library of Congress when such copies are excess'to egency neéds
and. do not constitute- record copiles. When a documsnt has been

declassified and excess coples are- avollcble, arrengements shculd

AN
be -made to transfer 150 copies of the stock Ff the Exchange and

Glft Division, nlbrary of Congress, The Library of Congress ¥,
. 3
in cooperation with thf buperlntendent of Documents, w111 arrange

for their propsr olstrlbutlon

-

The Library of Longress will also accept coQiosbofwélassified
books or pamphlets if they are excess, to the needs of the agency

SKB T - S o -
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,thq;agsgrlgg L | =
for currentfusevandfif they are not record copies. They will
be maintaiped in their ciassifled status within the lerary cf
’Congress under proper security protection until notification N
is made to the Library of Congress that the publications - ?j]f jiﬂ
‘have been declagsified. Nc transmittal of classified material -
will be made to the lerary of Congress except by accepted means .
of transmittal of classified documents.‘ S S o
Declassified documents may be destroyed by the custodlan -
thereof when 1t has been determined thdt.j

(1) The documents are not record copies; . ’pﬂfwf_i ‘ o ;s?

(2) The documents are excess to the number required for the
'lerery of Congress or for current agency needs-
(3) A copy has been submltted to the Publication Board,
{

y | o Department of Commerce, whenever approprlate.

Classified documcnts, exclu51ve of those that fall into 6c (1)

and (2) above,may be destroyed by the custodian thereof ‘without

] S

 reference to declass1f1cation authorlty. ;

Classified or declassifled records or record copies of SN R
documents may he destroyed only when proper;authorlzazdon | ‘ ~.&w;§ Z
for their destructlon has been obtalned. d"’fd o éd«fif i

Top secret, Secret, or Confldentlal documents and reglstered¢

documents, which are to be destroyed, w111 be burned by the .

Qustodlan thereof or hy his authorlzed representatlve 1n the

i

SAR S ,_'1 =26~
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: ‘presence of a disinterested ofricial.g A'certifiCéteibf ;ﬂl' w
des tructlon will be signed by both the custodlan ‘”and thé; ” }-

witnessing cfficial in, the case of Top Secret or oecret
'documents or. any Reglstered document and submitted to the -
.Aauthorlty directing the destruction when appbopriate. o ?ifﬁ f“é
Q Restricted documents may be destroyed ih any manner Which VJ o

“will render them useless.lgpu*‘

g
v
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